PHILIPPINE NORMAL UNIVERSITY MINDANAO

The National Center for Teacher Education
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CAMPUS LIBRARY AND RESOURCE CENTER

(Clttzen’s Ghartar)
Title of Frontline Service : APPLICATIONFOR NEW BORROWER’S LIBRARY CARD (BLC)
Schedule of Availability of Service : Monday to Friday 8:00am - 5:00pm
Saturday 8:00am - 5:00pm
Key Person : Librarian / Library Assistant
Who may avail of the service? : PNU students, Faculty and Staff
What are the Requirements? : Proof of enrollment, ID picture
(soft copy) Duration : 18 minutes
Fees/Charges : NONE
How to avail of the service?
g Persons
Step Applicant/Client Service Provider Rueation In Fees Forms/Documents
s (minutes) h
arge
Verifies the registration * Borrower’s Library
1 Fill up the Borrower’s and checks the accuracy 1 nanaie Librarian / Library None Registration Form
Library Card Registration and completeness of Assistant * Proof of enrollment ID
requirements picture
5 Fillup Borrower’s Library Accepts BLC application 15 Librarian / Library Nohe : gt‘; el Gircitation
Card (BLC) Encodes data minutes | Assistant
Module
Claims BLC and Signs Log Book of BLC ) Librarian / Library Lo isorBle
3 Renewal/Claim Releases BLC 2minutes o e None Renewal/Claim
* Validated BLC
END OF TRANSACTION
Title of Frontline Service : RENEWAL/VALIDATION OF BLC
Schedule of Availability of Service : Monday to Friday 8:00am - 5:00pm
Saturday 8:00am - 5:00pm
Key Person ¢ Librarian / Library Assistant
Who may avail of the service? : 0Old Students (Undergraduate and Graduate)
What are the Requi 2 : B s Library Card (BLC) and Proof of Enrollment
Duration : 4 minutes .
Fees/Charges : NONE
- -
How to avail of the service?
Duration \
Steps Applicant/Client Service Provider 3 in Fees Forms/Documents
(minutes) Ehaigy g
Check the accuracy and - ﬂ !
1 | Provides proof of enrollment and presents BLC S EIER G 1 Hac iy None ol ment
requirements Assistant + BLC j'
+ Log Bookof BLC
i i Validates BLC Edits card Librarian / Library Renewal/Claim
2 | Signs Log Book of BLC Renewal/Claim expirationitiate 2 Reittnt None 5 Pivianu ik 3
Circulation Module
Librarian/Library
3 | Claim Validated BLC Releases validated BLC 1 None + Validated BLC
Assistant
END OF TRANSACTION ”f
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Title of Frontline Service : OVERNIGHT LOAN OF BOOKS
Schedule of Availability of Service : Monday to Friday 1:00pm - 5:00pm
Saturday 1:00pm - 3:00pm
Key Person : Librarian / Library Assistant
Who may avail of the service? : PNU students, Faculty and Staff
What are the Requirements? : Validated Borrower’s Library Card (BLC)
Duration : 20 minutes
Fees/Charges : NONE
How to avail of the service?
Duration Bersang
Steps Applicant/Client Service Provider A In Fees Forms/Documents
(minutes)
Charge
Assists clientin finding bW B
B Proceed to the area where the Library material needed books library o Libl:arlanfhbrary Home. LListEf titlaswith call numbars
can be found Assistant
material
Get BLC, Check / inspect
o | Give thechosenbookto the Librarian / Library the book and give the 5 Librarian/Library e Validated BLC
Assistant book card to the Assistant Book Card
borrower
o Book Card
4 Accept the book card, Librarian/Library
3 Sign the book card ke Tihabotk 3 Assistan None | DLM/Manual Circulation
Module
4 | claimbook borrowed File the book card 2, of Lrarian/LBRaY o ook Gard
Assistant
END OF TRANSACTION
Title of Frontline Service : RETURN OF BORROWED BOOKS (ON-TIME)
Schedule of Availability of Service : Monday to Friday 7:00am - 12:00pm
Saturday 7:00am - 12:00pm
Key Person : Librarian / Library Assistant |
Who may avail of the service? : PNU Students, Faculty and Staff '
What are the Requirements? : Book/s to be returned
Duration : 5minutes - -
Fees/Charges : NONE

How to avail of the service?

X

. ﬁeFmr
Steps Applicant/Client Service Provider Dilrabon In Fees Forms/ Dncuquents

IREutes] Charge

Check-in loaned book/s

Book Card
Return the borrowed book/s to the Reference Inserts book card/s Librarian / Library 1
2 Desk Return the BLC to the 2 Assistant Hons ;‘;’:’i&ﬁmal Cmmafion
Client * Y
2 Claim BLC 2 Library Client None | BLC

&

END OF TRANSACTION ' v
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Prosperidad Agusan del Sur

Title of Frontline Service

Schedule of Availability of Service :

Key Person

Who may avail of the service?

: RETURN OF BORROWED BOOKS (WITH FINES)

Monday to Friday 8:00am - 5:00pm
Saturday

8:00am - 3:00pm

: Librarian / Library Assistant

: PNU students, Faculty and Staff

PHILIPPINE NORMAL UNIVERSITY MINDANAO

The National Center for Teacher Education
Multicultural Education Hub

What are the Requirements? : Book/s to be returned
Duration + 20 minutes
Fees/Charges : Php 2.00 or Php 5.00 / day
How to avail of the service?
Duration Persons
Steps Applicant/Client Service Provider of In Fees Forms/Documents
Activity Charge
Return the borrowed book/sto | Check-in loaned
1 the Borrowing and Returning book/s Insert book 5 :ibr.a:'ar::l Hbrary None g:' MI'.M 3"“:; dul
Section card/s ssistan rculation Module
pallthafore di Release order of Student DLM/Manual
2 t: {i:eﬁl:rs::: ;gu::;:lm payment Accept 3 Librarian / Library Circulation Module
docaift 8 payment and issue Assistant ® Reserve book - Php 5.00/ day Order of Payment
J Official Receipt. Official Receipt
® Non-reserve book — Php 2.00/ day
3 Present Official Receipt Aol ol 2 ey None + Official Receipt
Receipt Assistant
Fill - up the Log Book of Librarian / Library -
4 Return BLC £ None * Log Book of
Library Fines Assistant
Library Fines
: = BLC
Clear the client’s Librarian /
5 _ f 1 None + Library
Claim BLC and Library pt | library y Library Assistant Receipt
END OF TRANSACTION
Title of Frontline Service : REPLACEMENT FOR LOST BORROWED BOOK
Schedule of Availability of Service : Monday, Tuesday, Thursday, Friday 7:00am - 7:00pm
Saturday 8:00am - 5:00pm
Key Person : Librarian / Library Assistant
Who may avail of the service? : PNU students, Faculty and Staff
What are the Requirements? : Book Replacement
Duration : 25 minutes
Fees/Charges : None
How to avail of the service? ~
Ste Duratio Persons
: P Applicant/Client Service Provider nof In Fees Forms/Documents
Activity Charge -
£ . . List of Library
1 | Inquiry about lost book Issue Book Replacement Form (BRF) 2 Librarian None b ccountabilitias
Check exact title, author, copyright, ! ILM/Manual Accession
2 | Fill-up BRF binding, publisher and amount of the book 5 Li None | Record
from the DLM and/or accession record - BRF
DLM/Manual Accession
3 Choose possible repl R d suggested replacement 3 Librarian Record
BRF
4 | Submits BRF Approves recommended replacement 3 Librarian None | BRF
Give Book Replacement and Accept Book Replacement Compute fines Librarian/ DLM@T;{anual L
5 | follow Process on Returning | with Processing Fee and issues Order of 10 Library None 3
4 Order of Payment
of Borrowed Books Payment Assistant
Librarian / \
6 Claim BLC Clear the client’s library accountabilities 2 Library None B.LC DM &
Assichnh Library Accountabilities

END OF TRANSACTION
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Prosperidad Agusan del Sur

: SIGNING OF LIBRARY CLEARANCE

: Monday to Friday 8:00am - 5:00pm
Saturday 8:00am - 5:00pm

Title of Frontline Service

Schedule of Availability of Service

Key Person : Librarian/ Library Assistant

Who may avail of the service? : PNU students, Faculty and Staff

What are the Requirements? General Clearance Form from the Office of the University Registrar (Students)

: University Clearance Form (Faculty and Staff)

Duration : 20 minutes

Fees/Charges : NONE

How to avail of the service?
Duration Persons

Steps Applicant/Client Service Provider of In Fees Forms/Documents
Activity Charge

- Check Library Librarian / Library General Clearance For / University
1 Submit clearance i ilities 2 Aeistant None Clearance Form
i w List of Library Accountabilities
If there is no library accountability, | _. Librarian / Library General Clearance Form / University

z proceed to step 4 glengRtancs 2 Assistant Hone Clearance Form
If there is library accountability,

3 Follow process on Returning of Inform client of 15 Librarian / Library Noba List of Library Accountabilities
Borrowed Books / Fines / Book his/her accountability Assistant DLM/Manual Circulation Module
Replacement

Clear his/her Librarian / Library General Clearance Form / University

A |(clarg SIgHCtEe C earticy accountability - Assistant Botis Clearance Form

END OF TRANSACTION
Accounting
(Chibaen’s Glheirter)
Title of Frontline Service : ISSUANCE OF STATEMENT OF ACCOUNTS
Schedule of Availability of Service : Monday to Friday, 8:00 a.m. to 5 p.m.
Contact Persons : Cashier/Cashier Clerk and Accountant/Accounting Clerk
Who may avail of the service? : Student
What are the Requirements? 31D
(soft copy) Duration : 15 minutes.
Fees/Charges : Php: 50.00 certification fee
How to avail of the service? B
Duration FEds
Steps Applicant/Client Service Provider In - Fees Forms/Documents
(minutes) Ch:
arge
Present ID{with authorization letter if claimant is bit i t1Diand Cashier ,'VC ridh |
1 the payee) and inform the cashier of the purpose of el ot 1 minute "l None | ID /Authorization Letter
authorization letter Cterk
certification . ‘
i Issuance of Official Cashier / Cashier 5 KT 4
2 Payment of certification fee eIk 3 minutes Clerk 50.00 | Official Receipt J
Claim the certification by presenting the Official Print the statement of Cashier / Cashier ‘;\I. A
i o T =
: Receipt account form PWEBSS 10 minutes | oiork None | Certification
Inspect ID and have the Cashier / Cashier
4 Sign the logbook of issued certifications el rteai theloyt ool 1minute i MNone | Logbook
END OF TRANSACTION 1 v




